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Welcome to the new Tennessee Government Executive Institute Alumni Information 
System.  The purposes of this internet-based system are outlined below: 
 
1. To store information about you and other graduates of TGEI in an easy-to-maintain 

format. 
 
2. To allow the Department of Personnel to send you pertinent information and updates 

about the program in a fast and efficient manner. 
 
3. To allow graduates of TGEI easy access to information about their fellow alumni of 

TGEI and to be able to communicate with each other through the e-mail facility.  With 
your help, the information on this system will always be current, as opposed to the 
hard copy directories previously distributed in past years. 

 
The information contained in this new system will NOT be used for any marketing 
purpose, nor will it be released to the general public.   Access will require a password so 
only you can change your personal information. 
 
The alumni of TGEI represent a pool of highly skilled and talented people and the 
directory is available to facilitate better communication.  
You will use the system to do the following: 
 
• Enter YOUR specific information for the first time 
• Update your information as it changes 
• Look up information about other alumni. 
• E-mail an fellow TGEI Alumni, your class, Alumni within a Department or the entire 

network. 
 
This system is very easy to use.  The only technical requirement is that you have access to 
the Internet.  To add your demographic information to this Alumni Information System, 
you will enter information into only one screen. 
 
It will take you approximately two to three minutes to enter your information. 
 
 The following pages provide a step-by-step guide of how to use the system.   
 
For those of you who are not familiar with using Windows-based screens or Internet 
applications, a glossary of terms is included below.  Terms that are referenced in the 
glossary will be indicated in italic print in the body of the user guide. 
 
If you should have any questions about using this system, please call the Department of 
Personnel at 615-741-5622. 
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GLOSSARY OF TERMS 
 
Click - When you are asked to click on something, that means that you should use your 
mouse to place your arrow on the area indicated on the screen and press down on the left 
front side of the mouse.  This action “activates” that area of the screen. 
 
Drop-down list - Is signified by a downward arrowhead next to a field on a screen.  By 
clicking on the arrowhead, a list of pre-defined values for that field is provided.  You can 
then click on the desired value and it will be entered into the field.  
 
Scroll - Indicates movement of the screen displayed.  You can Scroll by clicking on the 
“up” arrow to go up or the “down” arrow to go down or you may drag the Scroll bar up 
or down. 
 
Scroll Bar - A horizontal or vertical bar that contains a box that looks like an elevator in a 
shaft. The bar is clicked to Scroll the screen in the corresponding direction, or the box 
(elevator, thumb) is clicked and then dragged to the desired direction. 
 
Button - Usually indicated by a rectangle on the screen with a descriptive label, is 
activated by clicking and results in processing of information or linkages. 
 
Select - Refers to a list of items from which a user can Select multiple options, usually by  
clicking on the square next to the list item.  When a Selection square is clicked, a check 
mark will appear to indicate that item has been Selected.  If you Select an item and then 
decide to not Select it, simply click on the square again and the check mark will be 
removed. 
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Getting to the site where you will use the Alumni Information System is easy.   
 
 
 
 
Ø Go to Department of Personnel home page at http://www.state.tn.us/personnel. 
Ø From the Department of Personnel home page, Select the Tennessee Government 

Executive Institute link as shown below: 
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The TGEI Home Page will then appear as below: 
 

 
Ø At this point, you might want to set a bookmark so that the next time you can return 

directly to this page. 
Ø Select the ‘Alumni Directory’ link. This link will take you to the TGEI Alumni 

Directory (note: TGMI also uses this same system to access TGMI information). 
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Click on TGEI Alumni Directory to proceed to the TGEI Directory. 
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Type in your Social Security Number (without the hyphens) in the box labeled “User Id:” 
For the very first time that you logon to the system type in “TGEI” as your password.  
Click on the button labeled “Login”. 
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If you are a first time user or if you have forgotten your password, you will see the 
Password Change Menu.  The system recognizes you as a first-time user and you are 
required to change your password to something only you will know. 
 
Type in TGEI in the field labeled “Old Password” 
Type in your new password in the field labeled “New Password” 
Type in your new password again in the field labeled “Verify New Password” 
 
 

 
 
In addition, to assist you in case you may forget your password in the future, the system 
allows you to answer some questions that only “you” would know the answer.  After 
selecting a question and entering an answer Click on the button labeled “Change 
Password”. 
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In the future, should you forget your password, the system will ask the question and when 
you answer correctly, the system will allow you to set up a new password.  In the event 
that you still encounter problems you may call the Department of Personnel at 615-741-
5622 for assistance. 
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After your successful Logon, you will see the Alumni Information Menu as shown below.  
The Alumni Information Menu is located on the left portion of the screen and will always 
be available to you.  You can use the Scroll bar to Scroll “up” or “down” then menu. 
 

 
Using the Alumni Information Menu, you may search for Alumni by Name, by Last Name, 
Department, or by class year.  Also, you may update your demographic information as 
well as utilize the e-mail facility to e-mail a fellow TGEI Alumni, a class, Alumni within a 
department, or the entire Alumni organization. 
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Initially you will want to complete the Alumni Demographics Information Screen where 
you will enter some general information including your department, work address, phone 
number, and Internet e-mail address. 
 
Type in your first name, middle initial, and last name.  Type in any titles that should 
precede your name, such as Dr., Mr., Mrs., Rev., and any titles that should follow your 
name such as Jr., III, etc. 
 
Boxes that have a downward arrow to the right indicate that you may choose from a pre-
defined list rather than typing in your information.  This is commonly referred to as a 
drop-down list.  Simply click on the arrow and then click on your chosen entry. 
 

 
 

Continue to type in the requested information.  Using the TAB key on your keyboard will 
move you from one box to the next.  Be sure to complete all requested information.  Note 
that some information is only required if you currently or have ever worked for the State. 
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Please note that the office email address is asking for an Internet e-mail address not a 
GroupWise email address. If you are currently in State government, then your office email 
address will be your flname.state.tn.us (where ‘f’ is your first initial and ‘lname’ is your 
last name).  The question pertaining to “Are you willing/able to travel?” has to do with the 
Speaker’s Bureau and whether you are able to travel to give a presentation.  When you 
have entered all of your information, click on the button labeled “Update”. 
 
You may return to the Demographics area at any time to update any of the information 
that you have entered.  Remember, the Alumni Directory is only as good as we all make it, 
and keeping our Directory information current is critical to this effort.  
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The Alumni Information Menu also contains search facilities via the Search button,  which 
provides access to retrieve information about your fellow alumni.  You may search by 
name, department, class, or search the entire directory.  
 

 
 
 
 



TENNESSEE GOVERNMENT EXECUTIVE INSTITUTE 
ALUMNI INFORMATION SYSTEM 

USER GUIDE 
 

7/30/01 Page 15 

The Alumni Email button will allow you to send electronic mail to other alumni, based on 
the email addresses they have entered.  You may send e-mail to an individual, a class, 
alumni within a department, or to the entire Directory of Alumni. 
 

 
The above example represents an e-mail which is being sent to a TGEI Class (1990 in this 
case).  Simply Select the appropriate class in the To: Drop Down box, enter your Internet 
e-mail address in the From: box, fill in the Subject area and then complete your message.  
When you are finished, click the send button. 
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When you Select a Class Year using the drop down box simply click on the Search  
button, and information for each person is displayed. 
 

 
 
If you desire to view an alumni’s address, phone number, etc., simply click on the Alumni 
Information item for that person and the following screen will be displayed: 
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Also, when you Select a department from the drop down box on the side menu and click 
the search Button the following screen will be displayed: 
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 Again, you may view an alumni’s address, phone number information by clicking on 
Alumni Information. 
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When you have finished using this Directory, click on the button labeled “Exit Directory” 
located below the e-mail options on the left.  When you exit the system, a message will be 
displayed and you will need to click on the screen again to continue to exit. You will then 
be routed back to the Department of Personnel home page. 
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